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The National Archives and Records Administration defines records as:

( ;174 \914-+0) 2#2'45[ 9'4' 57&&'0.; $740'& 61 #
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6*'0 ;17 5*17.& 64'#6 ;174 914-+0) 2#2'45 #5 1((+%+#.
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"$OO ERRNV� SDSHUV� PDSV� SKRWRJUDSKV� PDFKLQH�

UHDGDEOH PDWHULDOV� RU RWKHU GRFXPHQWDU\ PDWHULDOV�

UHJDUGOHVV RI SK\VLFDO IRUP RU FKDUDFWHULVWLFV�� PDGH

RU UHFHLYHG E\ DQ DJHQF\ RI WKH 8QLWHG 6WDWHV

*RYHUQPHQW XQGHU )HGHUDO ODZ RU LQ FRQQHFWLRQ ZLWK

WKH WUDQVDFWLRQ RI SXEOLF EXVLQHVV� DQG SUHVHUYHG RU

DSSURSULDWH IRU SUHVHUYDWLRQ E\ WKDW DJHQF\ RU LWV

OHJLWLPDWH VXFFHVVRU DV HYLGHQFH� RI WKH RUJDQL]DWLRQ�

IXQFWLRQV� SROLFLHV� GHFLVLRQV� SURFHGXUHV� RSHUDWLRQV�

RU EHFDXVH RI WKH LQIRUPDWLRQDO YDOXH� RI WKH GDWD LQ

WKHP��

�
In connection with the trans-

action of public business refers
to file items created during
the course of business which
are the property of the
Federal Government and not
of the individual.

�
Informational value is

the value of a record
that provides unique
and permanent
information for
purposes of
research.

�
Physical form or characteristics

include records created on
magnetic tape, punch cards,
aperture cards, disks, cores,
microfilm, computer printouts,
large maps, and tab cards as
well as paper.

3Evidential value is
the value of a
record that docu-
ments the history
of an
organization.
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RU HYHU\ PLVVLRQ LQ WKH $UP\� WKHUH DUH

UHJXODWLRQV OLVWLQJ UHVSRQVLELOLWLHV� SURFHGXUHV� DQG
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WKH EDVLV IRU WKH 0$5.6 QXPEHULQJ V\VWHP�

KH ILOH QXPEHUV IRU PLVVLRQ UHFRUGV SUHVFULEHG LQ D

UHJXODWLRQ DUH WKH VDPH DV WKH UHJXODWLRQ QXPEHU�
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7KLV UHJXODWLRQ� �

+HDGTXDUWHUV

'HSDUWPHQW RI WKH $UP\

:DVKLQJWRQ� '&

�� 0DUFK ����

,QIRUPDWLRQ 0DQDJHPHQW

$UP\ 5HJXODWLRQ ����

(IIHFWLYH �� $SULO ����

The Army Information Resources Management Program

Togo D. West, Jr.

Secretary of the Army

History.  This UPDATE printing publishes a revision of this
publication.  Because this publication has been extensively
revised, the changed portions have not been highlighted.

Summary.  This regulation on the management of the
Information Mission Area (IMA) has been

(DODD) 7740.1.  This regulation also
prescribes information management
policies, guidance, and responsib ilities
in support of the Army Command and
Control System (ACCS) Program and
describes the ACCS as it relates to the
IMA.  Federal and DOD policies and pro-
cedures that pertain to specific
elements of this program have not been
changed and changes to them that are
subsequent to the publication of this
regulation take precedence.  Other
HQDA

who holds the grade of colonel or the
civilian equivalent.

Army management control process.
This regulation contains management
control provisions in accordance with
AR 11-2 and contains checklists for
conducting management control
reviews at Appendix B.

Supplementation.  Supplementation of
this regulation and establishment of
DA

� � SUHVFULEHV WKLV UHFRUG� �

1-5n.  For the internal informat ion resources management
responsibilities of their co mmand, each MACOM commander will--
   (3)  Ensure that each MACOM funct ional proponent designates a
single point of contact for IMA actions within their area of res ponsi-
bility.

� � ZKLFK LV LGHQWLILHG LQ 0$5.6 ZLWK WKH VDPH EDVLF QXPEHU DV
WKH UHJXODWLRQ� WKXV� �

FN: 25-1d
Title:  Informat ion manager designations/appointments
Authority:  N1-AU-87-4
Privacy Act:  OPM/GOVT-1
Description:  Documents of the designation or appointment of info rmation
managers at all levels of the Army.  Inc luded are des ignations, appointments,
concurrences or nonconcu rrences, considerat ion of possible appoint ees, and
related informat ion.
Disposition:  Destroy 1 year after terminat ion of designation or appointment.

:KHQ UHJXODWLRQV SUHVFULEH PDQ\ GLIIHUHQW W\SHV RI UHFRUGV� DQ
DOSKDEHWLFDO VXIIL[ LV JLYHQ WR HDFK GLVWLQFW W\SH RI UHFRUG WR
GLVWLQJXLVK LW IURP RWKHU W\SHV SUHVFULEHG E\ WKH UHJXODWLRQ�
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D SDUWLFXODU UHFRUG FRQWDLQV SHUVRQDO LQIRUPDWLRQ RQ

LQGLYLGXDOV�

7KHVH UHFRUGV DUH DUUDQJHG IRU UHWULHYDO E\ D SHUVRQDO

LGHQWLILHU VXFK DV QDPH RU VRFLDO VHFXULW\ QXPEHU�

0$5.6 ,'(17,),(6 68&+ ),/(6�

)1� �]

7LWOH� 2IILFH SHUVRQQHO ORFDWRU

$XWKRULW\� 11��������

3ULYDF\ $FW� $����'$3(
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'LVSRVLWLRQ� 'HVWUR\ ZKHQ VXSHUVHGHG� REVROHWH� RU ZKHQ SHUVRQ LV

VHSDUDWHG RU WUDQVIHUUHG�
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PREVENT NEEDLESS FILING

A careful look at the individual pap ers in the records of any office would
make many pe ople wonder why so many w ere filed in the first place.
They would additionally wonder why so many people routinely drop all
incoming pap ers into the "file" box instead of s winging a little further
around in their chairs and dropping some of the pap ers into the
wastebasket...

REVIEW INCOMING PUBLICATIONS (ARE THEY STILL NEEDED?  WHO
STILL USES THEM AND HOW OFTEN?).  No office should maintain
excessive libraries of publications or any other info rmat ional material.

FILE FEWER INFORMATION COPIES.  File only those it ems which are
sure to be subsequently referred to.  Extra c opies of letters intended only
to keep officials posted can usually be obtained from the or iginating
office if needed.

BEWARE OF EXTRA COPY FILES.  Extra files kept at various pl aces
within an office may seem efficient but they can be mislea ding for they
seldom contain all the b ackgr ound data n ecessary to provide a usable
record.  One good file is worth several kept haphazardly.

WHILE ORGANIZATIONS CANNOT A FFORD COMMUNICA-
TIONS GAPS, NEITHER CAN OFFICIALS FORGET THAT IN
THOUSANDS OF OFFICES, YESTERDAY'S DESIRED
DISTRIBUTION MAY HAVE BECOME TODAY'S FILING
NUISANCE!
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DUH GHVWUR\HG LQ \RXU RIILFH�

2WKHUV DUH PRYHG WR D UHFRUGV

KROGLQJ DUHD RU D )HGHUDO

UHFRUGV FHQWHU IRU ORZ�FRVW

VWRUDJH�

6RPH RI WKH UHFRUGV \RX NHHS

PD\ EHFRPH D SHUPDQHQW SDUW RI

WKH UHFRUGV RI WKH *RYHUQPHQW

WR EH SUHVHUYHG DW WKH 1DWLRQDO

$UFKLYHV�

6725$*( &267

�$YHUDJH $QQXDO &RVW 3HU &XELF )RRW�

5(&25'6 +286(' ,1 2)),&( )$&,/,7,(6  ������

YHUVXV

5(&25'6 +286(' ,1 )('(5$/ 5(&25'6  �����

&(17(56

S
IT'S THE LAW - FEDERAL LAW REQUIRES THE CREATION OF ADEQUATE AND
PROPER RECORDS AND MAKES IT A CRIME TO DESTROY THEM WITHOUT THE
APPROVAL OF THE NATIONAL ARCHIVES.

13



',6326,7,21�67$1'$5'6

)LOHV NHSW ORQJHU WKDQ � \HDUV PD\ UHTXLUH WUDQVIHU WR

WKH UHFRUGV KROGLQJ DUHD RU UHWLUHPHQW WR D )HGHUDO

UHFRUGV FHQWHU�

7KH 'LVSRVLWLRQ 6WDQGDUGV 7DEOH RQ WKH QH[W SDJH

SURYLGHV

% GHWDLOHG LQVWUXFWLRQV RQ WUDQVIHUULQJ DQG UHWLULQJ

UHFRUGV DQG

% KRZ WKH GLVSRVLWLRQ LQVWUXFWLRQV ZLOO DSSHDU RQ WKH

IROGHU ODEHO�

&2/801 � � $%%5(9,$7(' ',6326,7,21

,16758&7,216 *,9(1 ,1 0$5.6 $1'

7<3( 2) ',6326,7,21�

&2/801 � � :+$7 <28 1((' 72 '2 :,7+ 7+(

)2/'(5�

&2/801 � � +2: 7+( ',6326,7,21 ,16758&7,216

:,// $33($5 21 7+( /$%(/�

��



21

',6326,7,21 67$1'$5'6 �([WUDFWHG IURP 7DEOH ���� $5 ���������
,I WKH DEEUHYLDWHG

GLVSRVLWLRQ
LQVWUXFWLRQV DUH

WKHQ WKH IXOO GLVSRVLWLRQ VWDQGDUG ZRXOG EH
DQG WKH GLVSRVLWLRQ LQVWUXFWLRQV RQ WKH ODEHO

ZRXOG EH �H[DPSOHV DUH IRU ERWK FDOHQGDU DQG
ILVFDO \HDU� ZKHUH DSSOLFDEOH�

'HVWUR\ DIWHU �

PRQWK

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH PRQWK� KROG

� PRQWK LQ WKH FXUUHQW ILOHV DUHD� WKHQ

GHVWUR\�

&2)) �� $SU ��� 'HVW -XQ ��

'HVWUR\ DIWHU �

PRQWKV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI HDFK TXDUWHU�

KROG � PRQWKV LQ WKH FXUUHQW ILOHV

DUHD� WKHQ GHVWUR\�

&2)) �� 0DU ��� 'HVW -XO ��

'HVWUR\ DIWHU �

PRQWKV

>VWUDLJKW WLPH@

&XW RII WZLFH D \HDU� DFFRUGLQJ WR WKH

FDOHQGDU RU ILVFDO \HDU� KROG � PRQWKV

LQ WKH FXUUHQW ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� -XQ ��� 'HVW -DQ ��

DQG &2)) �� 'HF ��� 'HVW -XO ��

)<� &2)) �� 0DU ��� 'HVW 2FW ��

DQG &2)) �� 6HS ��� 'HVW $SU ��

'HVWUR\ DIWHU �

\HDU

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDU LQ WKH FXUUHQW

ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ DIWHU �

\HDUV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WKHQ GHVWUR\�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ XSRQ

RFFXUUHQFH RI D

VSHFLILF DFWLRQ

RU HYHQW

>VWUDLJKW HYHQW@

H[DPSOHV�

'HVWUR\ ZKHQ VXSHUVHGHG RU REVROHWH

'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU

FXUUHQW RSHUDWLRQV

H[DPSOHV�

'HVWUR\ ZKHQ VXSHUVHGHG RU REVROHWH�

'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU

FXUUHQW RSHUDWLRQV�

'HVWUR\ D

FHUWDLQ WLPH

SHULRG DIWHU

RFFXUUHQFH RI D

VSHFLILF DFWLRQ

RU HYHQW

>WLPH�HYHQW@

H[DPSOH� 'HVWUR\ � \HDUV DIWHU

WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

3ODFH LQ ,1$&7,9( ),/( RQ WUDQVIHU RU

VHSDUDWLRQ RI LQGLYLGXDO� FXW RII

,1$&7,9( ),/( DW HQG RI \HDU DQG

KROG � \HDUV LQ FXUUHQW ILOHV DUHD� WKHQ

GHVWUR\�

H[DPSOH IRU ��\HDU WLPH HYHQW ILOH�

$&7,9( ),/(�

3,) DIWHU WUDQVIHU RU VHSDUDWLRQ RI

LQGLYLGXDO�

,1$&7,9( ),/(�

&<� &2)) �� 'HF ��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 'HVW 2FW ��

'HVWUR\ DIWHU ��

�� �� �� RU �

\HDUV

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG XQWLO WRWDO UHWHQWLRQ SHULRG

H[SLUHV� WKHQ GHVWUR\�

H[DPSOH IRU D ��\HDU ILOH�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 'HVW -DQ ��

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 'HVW 2FW ��

'HVWUR\ DIWHU

PRUH WKDQ �

\HDUV �EXW QRW

SHUPDQHQW

UHFRUGV�

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG IRU � \HDU� UHWLUH WR WKH

VHUYLFLQJ )HGHUDO 5HFRUGV &HQWHU

ZKHUH WKH\ ZLOO EH KHOG XQWLO WRWDO

UHWHQWLRQ SHULRG H[SLUHV� WKHQ GHVWUR\�

H[DPSOH IRU D ���\HDU ILOH�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 5HW :15& -DQ ��� 'HVW -DQ

����

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 5HW :15& 2FW ��� 'HVW 2FW

����

3HUPDQHQW

>VWUDLJKW WLPH@

&XW RII DW WKH HQG RI WKH FDOHQGDU RU

ILVFDO \HDU� KROG � \HDUV LQ WKH FXUUHQW

ILOHV DUHD� WUDQVIHU WR UHFRUGV KROGLQJ

DUHD� KROG IRU � \HDU� WKHQ UHWLUH WR WKH

VHUYLFLQJ )HGHUDO 5HFRUGV &HQWHU�

&<� &2)) �� 'HF ��� 7UI 5+$ -DQ

��� 5HW :15& -DQ ��� 3HUPDQHQW

)<� &2)) �� 6HS ��� 7UI 5+$ 2FW

��� 5HW :15& 2FW ��� 3HUPDQHQW

)RUW +RRG LV VHUYLFHG E\ D 5HFRUGV +ROGLQJ $UHD�

15
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�

675$,*+7�7,0(

&87 2)) $7 (1' 2) 7+( <($5� +2/' )25

63(&,),& 3(5,2' 2) 7,0(� 7+(1 '(6752<

)1� �E

7LWOH� 2IILFH JHQHUDO PDQDJHPHQW

$XWKRULW\� 11���������

3ULYDF\ $FW� 1RW DSSOLFDEOH�

'HVFULSWLRQ� ,QIRUPDWLRQ UHODWLQJ WR WKH DGPLQLVWUDWLRQ RI DQ RIILFH�

7KLV LQIRUPDWLRQ FRYHUV WKH IROORZLQJ LQWHUQDO RIILFH SURFHGXUHV WKDW

DUH QRW FRQWLQXLQJ VXFK DV KRXUV RI GXW\� LQGLYLGXDO GXWLHV� HPHUJHQF\

HYDFXDWLRQ SURFHGXUHV� SDUNLQJ� DQG WUDIILF FRQWURO� FKDULWDEOH DIIDLUV�

VXFK DV EORRG GRQDWLRQV DQG FRQWULEXWLRQV WR FKDULW\� SXEOLF UHODWLRQV

DQG LQIRUPDWLRQ DFWLYLWLHV� VXFK DV RSHQ KRXVH SURJUDPV DQG VSHFLDO

HYHQWV �EXW QRW DUWLFOHV� QHZV UHOHDVHV� RU VLPLODU LWHPV WKDW SURPRWH RU

SXEOLFL]H WKH RIILFH
V PLVVLRQ�� RIILFH VHFXULW\� VXFK DV GRFXPHQWV

HQVXULQJ VHFXULW\ DQG DQ\ FRYHULQJ WKH VHFXULW\ FODVVLILFDWLRQ V\VWHP�

RIILFH VDIHW\� VXFK DV PLQXWHV RI VDIHW\ PHHWLQJV DQG VDIH DQG XQVDIH

SUDFWLFH QRWHV� IRUPV� SXEOLFDWLRQV� DQG UHSRUWV PDQDJHPHQW� VXFK DV IRUPV

VXUYH\V DQG LQYHQWRU\ UHSRUWV �EXW QRW WKRVH UHODWLQJ WR LQLWLDWLQJ IRUPV�

SXEOLFDWLRQV� DQG UHSRUWV WKDW SHUWDLQ WR WKH RIILFH
V PLVVLRQ IXQFWLRQV��

URXWLQH XVH RI DXWRPDWLF GDWD SURFHVVLQJ �EXW QRW GRFXPHQWV FRQFHUQHG ZLWK

XVH RI DXWRPDWLF GDWD SURFHVVLQJ IRU PLVVLRQ IXQFWLRQV��

'LVSRVLWLRQ� 'HVWUR\ DIWHU � \HDU�

&/26( 287 �� 25 &87 2)) �� 7+( ),/( $7 7+( (1'

2) 7+( <($5 �&2)) �� '(& ���

+2/' 7+( ,1$&7,9( ),/( )25 � <($5 ������

7+(1 '(6752< �'HVW -$1 ���

0$.( $ 1(: )2/'(5 (9(5< <($5� 387 7+( <($5 21 7+( )2/'(5

/$%(/�

�E 2)),&( *(1(5$/ 0$1$*(0(17 ����

&2)) �� '(& ��� 'HVW -$1 ��

/DEHO ([DPSOH

16
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�

675$,*+7�(9(17

'(6752< 8321 25 ,00(',$7(/< $)7(5 7+(

2&&855(1&( 2) $ 63(&,),& (9(17

)1� �I

7LWOH� 2IILFH RUJDQL]DWLRQ ILOHV

$XWKRULW\� 1&,�$8������

3ULYDF\ $FW� 1RW DSSOLFDEOH�

'HVFULSWLRQ� ,QIRUPDWLRQ UHODWLQJ WR WKH RUJDQL]DWLRQ DQG IXQFWLRQV RI

DQ RIILFH� VXFK DV FRSLHV RI GRFXPHQWV WKDW DUH GXSOLFDWHG LQ WKH

UHVRXUFH PDQDJHPHQW RU FRPSDUDEOH RIILFH WKDW GHWHUPLQHV WKH RUJDQL]DWLRQ

DQG IXQFWLRQV RI WKH DJHQF\� ,QFOXGHG DUH IXQFWLRQDO

FKDUWV DQG IXQFWLRQDO VWDWHPHQWV� FRSLHV RI GRFXPHQWV UHODWLQJ WR

RIILFH VWDIILQJ DQG SHUVRQQHO VWUHQJWK� VXFK DV ZRUNIRUFH VXUYH\V DQG

DXWKRUL]DWLRQ YRXFKHUV� WDEOHV RI GLVWULEXWLRQ DQG DOORZDQFH �7'$V��

GRFXPHQWV VKRZLQJ PLQRU FKDQJHV LQ WKH RIILFH
V RUJDQL]DWLRQ�

RULHQWDWLRQ EULHILQJV WR QHZO\ DVVLJQHG SHUVRQQHO� DQG VLPLODU LQIRUPDWLRQ�

'LVSRVLWLRQ� 'HVWUR\ ZKHQ QR ORQJHU QHHGHG IRU FXUUHQW RSHUDWLRQV�

:+(1 $1 ,1',9,'8$/ '2&80(17 %(&20(6

2%62/(7(� 7+$7 ,6 7+( 75,**(5� 25 63(&,),&

(9(17� $87+25,=,1* ,76 '(6758&7,21� 3HULRGLFDOO\

UHYLHZ HQWLUH ILOH DQG GHVWUR\ UHFRUGV WKDW DUH QR ORQJHU

QHHGHG�

7+,6 ),/( ,6 $/:$<6 $&7,9(�

/ '2 127 387 7+( ),/( <($5 21 7+( /$%(/�

/ '2 127 0$.( $ 1(: )2/'(5 (9(5< <($5�

/ 
�F 2)),&( 25*$1,=$7,21 ),/(6

'HVW ZKHQ 1/1 IRU FXUUHQW RSHUDWLRQV

/DEHO ([DPSOH

17
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�

7,0(���(9(17

'(6752< &(57$,1 3(5,2' 2) 7,0(

$)7(5 $1 (9(17 7$.(6 3/$&(

)1� �LL

7LWOH� 2IILFH PLOLWDU\ SHUVRQQHO ILOHV

$XWKRULW\� ,,�11$����

3ULYDF\ $FW� $����E7$3&

'HVFULSWLRQ� ,QIRUPDWLRQ FRQFHUQLQJ VXSHUYLVLQJ PLOLWDU\ SHUVRQQHO� ,QFOXGHG

DUH SDSHUV SHUWDLQLQJ WR FODVVLILFDWLRQ� SURPRWLRQ� RUGHUV� VSRQVRUV�

LQGHEWHGQHVV� OHDYH� HQOLVWPHQW� ZDLYHUV� VWDWHPHQWV RI VHUYLFH� ERQXVHV�

HYDOXDWLRQV� LGHQWLILFDWLRQ� JURXS OLIH LQVXUDQFH� DSSOLFDWLRQ IRU DSSRLQWPHQW�

DSSOLFDWLRQ IRU RXWVLGH HPSOR\PHQW� DFDGHPLF DQG LQGLYLGXDO WUDLQLQJ UHSRUWV�

LQVWUXFWLRQDO HYDOXDWLRQV� DQG UHODWHG LQIRUPDWLRQ�

'LVSRVLWLRQ� 'HVWUR\ � \HDU DIWHU WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

7+,6 ',6326,7,21 5(48,5(6 &5($7,1* 7:2

)2/'(56

h $&7,9( �(YHQW 3KDVH�

)25 62/',(56 &855(17/< $66,*1(' 72 <285

2)),&(�

)2/'(5 ,6 $/:$<6 $&7,9( 62 '2 127 387 ),/(

<($5 21 /$%(/�

�LL 2IILFH 0LOLWDU\ 3HUVRQQHO )LOHV

3$ 6\V $���E7$3&

$&7,9(

3,) DIWHU WUDQVIHU RU VHSDUDWLRQ RI LQGLYLGXDO�

/DEHO 6DPSOH

:+(1 7+( 62/',(56 /($9(� 7+(,5 ),/( ,6 ,00(',$7(/<

�3,)�HG � 3ODFHG LQ DQ ,QDFWLYH )ROGHU�
�&217,18('�

18
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7,0( � (9(17 �FRQWLQXHG�

ÅÅ ,1$&7,9( �7LPH 3KDVH�

72 .((3 5(&25'6 2) '(3$57(' 62/',(56

6(3$5$7(' )520 62/',(56 &855(17/<

$66,*1(' 72 7+( $&7,9,7<�

,6 +(/' )25 � <($5� 7+(1 '(6752<('�

�LL 2IILFH 0LOLWDU\ 3HUVRQQHO )LOHV ����

3$ 6\V $���E7$3&

,1$&7,9(

&2)) �� '(& ��� 'HVW -$1 ��

/DEHO 6DPSOH

&/26( 287 �� 25 &87 2)) �� 7+( ),/( $7 7+( (1' 2) 7+(

<($5 �&2)) �� '(& ���

+2/' 7+( ,1$&7,9( ),/( )25 � <($5 ������

7+(1 '(6752< �'(67 -$1 ���

0$.( $ 1(: ,1$&7,9( )2/'(5 (9(5< <($5� 387 7+(

<($5 21 7+( )2/'(5 /$%(/�

(CONTINUED)
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,) 7+( ',6326,7,21 &217$,16 7+(

:25' �$)7(5� %(7:((1 $ '$7( $1'
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20

TIME-EVENT INACTIVE AND ACTIVE
RECORDS EXAMPLE

1ii PETTY, RICHARD COL

1ii BURTON, JEFF  SPC

1ii PARK, STEVE PFC

1ii OFFICE MILITARY PERSONNEL FILES (99)
PA Sys A0001bTAPC

INACTIVE
COFF 31 Dec 99, Dest Jan 2001

INACTIVE

1ii EARNHARDT, DALE

1ii WALLACE, RUSTY MSG

1ii MARTIN, MARK 1SG

1ii OFFICE MILITARY PERSONNEL FILES
PA Sys A0001bTAPC

ACTIVE
PIF after transfer or separat ion of individual

ACTIVE
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6HOHFWLQJ WKH )LOH 1XPEHU6HOHFWLQJ WKH )LOH 1XPEHU

1. Determine the series -
Housekeeping or Mission? Does the
record document the internal
administrative functions of your office or
the primary missions of your office?

2. File administrative-type records
under the housekeeping files listed on
the inside back cover of this handbook.
If the record relates to your mission,
review the list of mission files series
found on the outside back cover of this
handbook.

a. Review Sublistings Under The
Series.  When the mission file series
has been determined, go to the first file
number listed in that series.  Review the

 prescribing directives and description
listed at the beginning of each series
and all the files descriptions listed under
the series.

b. Consider General Correspon-
dence.  If the document does not
logically fit any of the file descriptions
provided, it would be filed under the
General Correspondence file for that
series.

3. Contact Your Records Management
Officer/Coordinator.  When a file
number cannot be determined after
following the steps listed above, contact
your Records Management Officer or
Coordinator for assistance

)LOHV PD\ EH PDLQWDLQHG E\ HLWKHU FDOHQGDU \HDU
RU ILVFDO \HDU XQOHVV RWKHUZLVH VWDWHG LQ 0$5.6
�H[DPSOH� ILOH QXPEHUV ����G DQG ����L��

21



5(&25'6�75$16)(5�352&('85(6
)257 +22' 5(&25'6 +2/',1* $5($

5HFRUGV ZLWK D UHWHQWLRQ RI � \HDUV RU PRUH DUH WUDQVIHUUHG WR WKH
5+$ �XQOHVV RWKHUZLVH VWDWHG LQ 0$5.6��

5HFRUGV PD\ EH WUDQVIHUUHG LQ -DQXDU\ IRU FDOHQGDU \HDU ILOHV DQG
2FWREHU IRU ILVFDO \HDU ILOHV�

¾ 3DFN WKH UHFRUGV LQ VWDQGDUG ILEHUERDUG ER[HV�

¾ /LVW ER[ FRQWHQWV RQ 6) ��� �UHFRUGV WUDQVPLWWDO DQG UHFHLSW��

¾ 6XEPLW 6) ��� WR DFWLYLW\ UHFRUGV PDQDJHPHQW FRRUGLQDWRU�
RIILFHU�

5HFRUGV ZLWK D UHWHQWLRQ RI � WR � \HDUV PD\ EH UHWDLQHG DQG
GHVWUR\HG LQ WKH FXUUHQW ILOHV DUHD LQ OLHX RI 5+$ WUDQVIHU� :DLYHUV
PD\ EH REWDLQHG E\ VXEPLWWLQJ D PHPRUDQGXP WR '2,0 ZLWK WKH
IROORZLQJ LQIRUPDWLRQ�

�� )LOH QDPH
�� )LOH WLWOH
�� /RFDWLRQ RI UHFRUGV
�� 6WDWHPHQW WKDW WKH RIILFH KDV VXIILFLHQW VSDFH WR PDLQWDLQ

WKH UHFRUGV DQG ZLOO HQVXUH WKH UHFRUGV DUH GLVSRVHG RI LQ
DFFRUGDQFH ZLWK $5 ���������

22



75$16)(5 2) 5(&25'6 72 )257 +22' 5(&25'6 +2/',1* $5($

7KH )RUW +RRG 5HFRUGV +ROGLQJ $UHD �5+$� LV ORFDWHG LQ WKH EDFN RI WKH
6SULQW EXLOGLQJ RQ ��G 6WUHHW �QH[W WR EXLOGLQJ ��� '2,0�� 7KLV IDFLOLW\ LV
XVHG WR VWRUH XQFODVVLILHG� LQDFWLYH UHFRUGV SHQGLQJ GHVWUXFWLRQ RU WUDQVIHU WR
WKH )HGHUDO UHFRUGV FHQWHUV� 7R WXUQ LQ RU FKHFN RXW UHFRUGV� FDOO �������� LQ
DGYDQFH IRU DFFHVV LQWR WKH 5+$� $OORZ DW OHDVW � ZRUNLQJ GD\V� ZKHQ
SRVVLEOH� �5HIHU WR $5 ��������� &KDSWHU ��� IRU PRUH LQIRUPDWLRQ RQ 5+$V��

3$&.,1* 5(&25'6 )25 75$16)(5

8VH RQO\ VWDQGDUG ILEHUERDUG ER[HV �VL]H ������ E\ ����� LQFKHV� 161
����������������� IRU OHWWHU DQG OHJDO VL]HG UHFRUGV� 2EWDLQ WKHVH ER[HV
WKURXJK QRUPDO VXSSO\ FKDQQHOV� 1RWH WKDW WDSH LV QRW UHTXLUHG IRU WKH
ERWWRP RI WKHVH WXFN�ERWWRP ER[HV�

3DFN ILOHV LQ 0$5.6 QXPEHU VHTXHQFH� 0DNH VXUH WKH ILOH QXPEHU� ILOH
WLWOH� \HDU� 3ULYDF\ $FW 6\VWHP 1RWLFH �LI DSSOLFDEOH�� DQG GLVSRVLWLRQ
LQVWUXFWLRQV DUH RQ WKH ILUVW IROGHU ODEHO RI HDFK ILOH QXPEHU� )RU ILOHV GLYLGHG
EHWZHHQ ER[HV� SODFH D GXPP\ IROGHU IRU WKDW ILOH LQ HDFK ER[� (YHU\ IROGHU
PXVW KDYH D ODEHO �VHH $5 ��������� )LJXUH ����� ),/(6 127 3523(5/<

3$&.(' $1' /$%(/(' :,// 127 %( $&&(37('�

)LOO HDFK ER[ ZLWK RQO\ RQH URZ RI IROGHUV� 'R QRW SODFH IROGHUV RQ WRS RU
RQ VLGHV RI ER[HV� %H FDUHIXO QRW WR SDFN ER[HV VR WLJKWO\ WKDW ILOHV FDQQRW
EH VHUYLFHG� ,I D ER[ LV QRW FRPSOHWHO\ ILOOHG� SDFN FUXPSOHG QHZVSDSHU LQ WKH
XQXVHG VSDFH EHKLQG WKH IROGHUV WR SUHYHQW PRYHPHQW RI WKH FRQWHQWV�

(QWHU WKH ER[ QXPEHU DQG WRWDO QXPEHU RI ER[HV RQ WKH HQG RI WKH ER[ LQ
WKH XSSHU ULJKW� )RU H[DPSOH� LI D VHULHV LQFOXGHV WKUHH ER[HV� PDUN WKHP
����� ���� ����� 'R QRW SXW DQ\ RWKHU PDUNLQJV RQ WKH HQG RI WKH ER[� /HDYH
ER[ WRSV RSHQ IRU HDV\ DFFHVV�

%$6,& 352&('85(6 )25 5(&25'6 75$16)(5

3UHSDUH D 6WDQGDUG )RUP �6)� ��� �5HFRUGV 7UDQVPLWWDO DQG 5HFHLSW� WR
LGHQWLI\ WKH RULJLQDWLQJ DFWLYLW\ DQG ER[ FRQWHQWV� 0DNH VXUH WKH 6) ���
DFFXUDWHO\ GHVFULEHV WKH FRQWHQWV RI HDFK ER[�

6XEPLW DQ RULJLQDO DQG WZR FRSLHV RI WKH 6) ��� WKURXJK \RXU 5HFRUGV
0DQDJHPHQW &RRUGLQDWRU�2IILFHU WR '2,0 5HFRUGV 0DQDJHPHQW �$)=)�,0�
6'�6%5� IRU UHYLHZ� '2,0 ZLOO UHWXUQ WKH RULJLQDO DQG RQH FRS\ RI WKH 6)
��� ZLWK DQ DSSRLQWPHQW IRU DFFHVV LQWR WKH 5+$�

3ODFH WKH FRS\ RI WKH 6) ��� LQ WKH ILUVW ER[ RI HDFK VHULHV DQG EULQJ WKH
RULJLQDO 6) ��� ZLWK WKH UHFRUGV� �$ VHULHV LV RQH RU PRUH ER[HV DFFXPXODWHG
E\ RQH HOHPHQW RI DQ RUJDQL]DWLRQ��

%ULQJ WKH ER[HV GLUHFWO\ WR WKH 5+$ DW WKH DVVLJQHG WLPH�
��



(DFK ER[ LV DVVLJQHG D ORFDWLRQ QXPEHU� 7KH QXPEHU ZLOO EH DQQRWDWHG RQ
WKH RULJLQDO 6) ��� DQG WKH IRUP UHWXUQHG IRU UHWHQWLRQ XQGHU KRXVHNHHSLQJ
ILOH �J� 2IILFH 5HFRUG 7UDQVPLWWDO�

��
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%/2&. �� $FWLYLW\
V 5HFRUGV 0DQDJHPHQW &RRUGLQDWRU
V RU 2IILFHU
V

QDPH� VLJQDWXUH� DQG GDWH

%/2&. �� 3RLQW RI FRQWDFW RU ILOH FXVWRGLDQ

%/2&. �� /HDYH EODQN

%/2&. �� $FWLYLW\ PDLOLQJ DGGUHVV�

%/2&.6 �D�F� /HDYH EODQN

%/2&. �G� 7RWDO QXPEHU RI ER[HV WXUQHG LQ

%/2&. �H� 1XPEHU RI HDFK ER[ WXUQHG LQ

%/2&. �I� ,I DQ\ RI WKH UHFRUGV KDYH D 3ULYDF\ $FW 6\VWHPV 1RWLFH

�3$61�� WKH 3$61�V� ZLOO EH WKH ILUVW HQWU\ LQ WKLV FROXPQ�

,GHQWLI\ WKH DFWLYLW\ WKDW FUHDWHG WKH UHFRUGV�

/LVW DQ\ PDMRU RUJDQL]DWLRQDO FKDQJHV WKDW RFFXUUHG ZKHQ WKH

UHFRUGV ZHUH DFWLYH� ([DPSOHV DUH DFWLYDWLRQ� FKDQJHV RI

FRPPDQG� WUDQVIHU RI IXQFWLRQ� GLVFRQWLQXDQFH� DQG

LQDFWLYDWLRQ�

(QWHU WKH 0$5.6 ILOH WLWOH� DUUDQJHPHQW RI UHFRUGV �QXPHULFDO�

DOSKDEHWLFDO� FKURQRORJLFDO�� DQG WKH \HDU RI WKH UHFRUGV� ,I D

UHFRUG VHULHV LV LQ PRUH WKDQ RQH ER[� VKRZ WKH FRQWHQWV RI

HDFK ER[ �L�H�� $�.� /�= RU ������ ���������

127(� ,I D VHULHV KDV D 3(50$1(17 GLVSRVDO GDWH� DOO

LQGLYLGXDO IROGHUV LQ WKH VHULHV 0867 EH OLVWHG RQ WKH 6) ��� RU

RQ D VHSDUDWH VKHHW RI SDSHU�

%/2&. �J� /HDYH EODQN� 'R 127 WXUQ LQ FODVVLILHG UHFRUGV WR WKH 5+$�

%/2&. �K� (QWHU WKH 0$5.6 ILOH QXPEHU RSSRVLWH HDFK ILOH WLWOH�

%/2&. �L� (QWHU WKH PRQWK DQG \HDU LQ ZKLFK UHFRUGV ZLOO EH GHVWUR\HG�

)RU SHUPDQHQW UHFRUGV� HQWHU 3HUPDQHQW RU 3(50�
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